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Create Position Business Process

Business Process Overview

A position must be created when a new position is approved through the budget process or by the agency

under some authority.

The process steps in the Create Position business process are listed in the table below.

Process Steps
Initiate Create Position

Role
HR Coordinator

| Description

Enter position details and restrictions.

Change Organization
Assignments

HR Coordinator

Assign agency budget code and fund for the
position.

Agency Approvals

HR Partner

HR Director approval.

Appointing Authority
Partner

Appointing Authority approval.

Agency Budget/Finance
Partner

Agency budget approval.

DBM Approvals

Central Class Partner

DBM CAS approval.

Budget Administrator

DBM OBA budget approval.

Assign Costing Allocation

HR Coordinator

Assign costing allocation for the position.

Create Job Requisition

HR Coordinator

Create a job requisition to make the position
available for recruitment in JobAps.

NOTE: Approval routing is based on the reason selected when initiating the business process.

Events and Reasons

Upon creating a new position in Workday, you will have to specify the reason for the position request.

Event \
Create Position

Off-Cycle (BPW) Approval

Reason

Annual Budget

Temporary Worker

Intern

Non-Budgeted Permanent

Contractual

Split a Position

Contingent
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Before you begin...

You will need the following information to complete the Create Position process:

Supervisory Organization
Title of job posting
Availability Date or Earliest Hire Date
Job Profile (Classification/Class Title)
Location of position
Time Type (full time/part time)
Worker Type (employee/contingent worker)
Worker Sub-Type (State/Regular, Contractual, Temporary, Intern, Vendor, etc.)
Organizations (as required), including:
o Cost Center (Agency Budget Code and Pseudo Code)
Fund
Appointment
Authorized By
Background Check*
Bargaining Status
Budget Status
Check Distribution Code*
Compressed Work Week*
Check Distribution Code*
Essential Personnel*
High Risk Job*
Retirement System
Telework*
RSTARS Financial Agency
RSTARS Subprogram
RSTARS Unit
RSTARS Program
Authorized Percent

O O O OOO0OO0OO0OO0OO0OO0OO0OO0OO0OO0oOO0oOOoOOo

*Indicates an optional field. These fields should be entered when position requires the
designation.

NOTE: RSTARS budget information should obtained from your designated Budget and Finance
Partner.
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Create Position

The steps to initiate the Create Position process follow.

Procedur

1. Type the name of the supervisory organization in the search field.

2. Click the Search Q icon.
3. Click the supervisory organization hyperlink.

Supervisory Organization Details

Implementation - stateofmaryland4

86
= | Q org: department of SPS Training 3 Veronica Wayson (W2000. . a
o &
Department of SPS Training =
View As Of 00/03/2014
Type Supervisory
(Organization ID T_032686
‘Subordinates (first 5)  SPS Training Division A
SPS Training Division B
SPS Training Division C
SPS Training Division D
SPS Training Division E
Details Members Staffing Unavailable to Fill Roles Security Groups Compensation Activity »
Availability Date 01/01/1900
Type Supervisory
Subtype Department / Agency
Visibility Everyone
Subordinates SPS Training Division A
SPS Training Division B
SPS Training Division C
SPS Training Division D
SPS Training Division E
SPS Training Division F
SPS Training Division G v
SPS Training Division H
>

4. Click the Staffing ~ >@fing g

Organization Staffing - Supervisory

Implementation - stateofmaryland4

L3
= Q org department of SPS Training 3 Veronica Wayson (W2000. . =Y
At -]
Department of SPS Training =
View As Of 091032014
Type Supervisory
Organization ID T_032686
Subordinates (first 5)  SPS Training Division A
SPS Training Division B
SPS Training Division C
SPS Training Division D
SPS Training Division E
Details Members Staffing Unavailable to Fill Roles Security Groups Compensation Activity »
Staffing Model  Position Management
Positions without Job Requisition 4 fems [ 4
Position Job Job Profile Job Profiles Location Availability  Earliest Time  Worker Worker Sub- Job
Restrictions Family for Job Date HireDate  Type Type Type Restrictions
Family
T1726 EXEC VI-9606 Baltimore - 01/01/1900 08/27/2014  Full Employee  State/Regular A
DIRECTOR, SPS 301W. time
TRAINING Preston St
DIVISION E
(Unfilled)
T1741 BUDGET EXEC VI-9606 Baltimore - 01/01/1900 01/01/1900  Full Employee  State/Regular
301W. time W
MANAGER Preston St

5. Review position information (i.e., “unfilled” positions and/or positions actions in progress).
Determine if a position should be created.
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{
\11) Information: Position information that shows here includes:

e Positions without Job Requisitions: Indicates positions that have been created but
have not been filled (via JobAps recruitment or direct hire in Workday). These
positions displays as “unfilled”.

e In Progress Position Actions: Review Create Position events that have not been

completed in Workday.

Organization Staffing - Supervisory

Implementation - stateofmaryland4

Q org: department of SPS Training.

Department of SPS Training &2

S A TS
View As Of 0910312014
Type Supervisory
Organization ID T_032686
Subordinates (first5) ~ SPS Training Division A
SPS Training Division B
SPS Training Division C
SPS Training Division D
SPS Training Division E
Details Members Staffing Unavailable to Fill Rol Security Group:
Staffing Model ~ Position Management
Positions without Job Requisition 9 iems
Position Job  Job Profile JobProfiles  Location  Availability  Earliest  Time
Restrictions Family HireDate  Type
Family
(o
T1741 BUDGET EXEC VI-9606 Baltimore - 01/01/1900 | 01/01/1900 | Ful
&FISCAL 301W. time
MANAGER Preston St
(Unfilled)

1859 DESIGNATED Balimore - 08/727/2014 | 08/3072014 | Full
DIRECTOR, SPS ADMIN MGR Iil- 200W. ime.
TRAINING Baltimore

<

-]
Compensation Activity »
Worker Worker Sub- Job
Type Type Restrictions
~
Employee ‘State/Regular
Employee ‘State/Regular
v
5)

6. To create a position, click the Related Actions and Preview button next to the supervisory

organization.

7. Inthe menu, hover over Staffing and then click Create Position.

Create Position

Implementation - stateofmaryland4

=  Q create posiion

Create Position &

Supenvisory Organization  Department of SPS Training

Position Request Reason
Job Posting Title *
Number of Positions ~~ # | 1
Hiring Restrictions Qualifications
Availabiity Date *[ 1 ®
Earliest Hire Date *| 11 il
No Job Restrictions O
Job Family

Job Profiles for Job Family ~ (empty
Job Profile

Job Description Summary

Job Description

Location
Time Type

Worker Type

Worker Sub-Type gy
Critcal Job ]

o @ 6@

45
Veronica Wayson (W2000 . a

8. Type or use the prompt to select the Position Request Reason.

Page: 6 of 24



Title: Create Position
Functional Area: Staffing

SYSTEM

Create Position

45
Veronica Wayson (W2000... ‘ a

Create Position &

Supervisory Organization ~ Department of SPS Training
Position Request Reason | X Create Position > Position Reque 43
Job Posting Titie *l|

Number of Positions * |1
Hiring Restrictions

Availability Date *®|_1 1@
Earliest Hire Date
No Job Restrctons o

Job Family a
Job Profiles for Job Family
Job Profile

Job Description Summary

Job Description

Location
Time Type
Worker Type
Worker Sub-Type

Critical Job [m] v

9. Enter the Job Posting Title.

|
\) Information: This is the Working/Business Title you will see for the event. For example:
Accountant Fiscal Services.

10. Change the number of positions from "1", to another number, if applicable.
11. Use the Calendar £ icon to select the Availability Date.
12. Use the Calendar £ icon to select the Earliest Hire Date.

&& Caution: Do not enter a value in the Job Family field.

13. Type or use the prompt to select the Job Profile (Class Title).

[ i
\i) Information: You can search in this field based on the abbreviations in the current Salary
Plan and in the Workday Job Catalog.

.
\) Information: The Job Description may populate based on what is entered for the Job
Profile. If it does not populate, they will have to be entered manually.

14. Type or use the prompt to select the Location.

15. Type or use the prompt to select the Time Type.

16. Type or use the prompt to select the Worker Type.

17. Type or use the prompt to select the Worker Sub-Type.

& Caution: The Worker Type and Worker Sub-Type fields must correspond with the
Position Request Reason entered above.

18. If you want to add qualifications to the position, including Responsibilities or Work Experience,

click the Qualifications tab.
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Create Position: Qualifications

Implementation - stateofmaryland4 ~
4%
= | Q create posiion woﬁd\n y. Veronica Wayson (W2000. ’

Create Position &

Supervisory Organization  Department of SPS Training
Position Request Reason =l
Job Posting Titie *

Number of Positions | 1

Hiring Restrictions Qualifications

Certifications.

[+ Required  Country Certification (Predefined) Certification (Not Predefined) Issuer (Not Predefi

S) O @
< >

@

Competencies

[+] Required ~ *Competency Rating

Education

[+] Required ~ *Degree Field of Study

Work Experience

[+ Required  *Work Experience Experience Level
v

19. Click the Add Row € icon in the applicable section (i.e., Responsibilities and/or Work
Experience) to add qualifications.

i !
\1) Information: This information comes from the MS-22 Position Description form.

20. Click the Submit

step in workflow.

button. This will submit the position request and route to the next

.-

Tip: If you do not want to submit the request at this point, you can also click one of the
following buttons:

e Click Save for Later to save your changes but not submit.
e Click Cancel to cancel the process and start at another time.

Next Step: Change Organization Assignments

Implementation - stateofmaryland4

a7
= | Q ceateposiion N 1 Veronica Wayson (W2000. . a
You have submitted Create Position: admin Aide (- [N =]

Up Next Do Another

N Create Position
('#) veronica wayson !

Change Organization Assignments

Open

® Details and Process

(Lt ]

System Status: The next Weekly Service Update will be on Friday, August 22, 2014 from 6:00 p.m. PDT (GMT -7) to Satur. ©2014 Workday, Inc. Al rights reserved
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21. The next step in the process is Change Organization Assignments. Click the Open Open
button to start the next task in the business process.

Tip: After completing a task in the business process you can view the next step.
e Click the drop-down arrow next to Details and Process to expand the section.
e Click the Process tab to see the path that the process will take.
See the Check the Status of a Business Process section of this guide for details on how to
view, access, or complete other tasks in the process.

22. The System Task is complete.
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Change Organization Assignments

When a new position has been created, you must assign organizations to the position. This includes the

company, cost center, fund, and other applicable organization values.

NOTE: RSTARS budget/finance codes should be obtained from your designated Budget and Finance

Partner.

Procedure:

[ i )

\\r‘) Information: If you did not assign organizations directly after creating the position,
access this task from your Inbox. Look for a task that begins with “Assign Organizations:
Create Position:” The position name will be in the task description.

1. Complete the following fields:

budget reporting. They are a
fifteen-digit number that combine
the agency code, program, sub-
program, and pseudo code used
in the State of Maryland
Appropriation/Budgetary Codes.
This field should be completed
for all Positions and will default
with a value.

Field Name Description Values
Company Required. This is company Enter value in Company.
name. Example: State of Maryland
Cost Center Required. Used for position Enter value in Cost Center.

Example: 112233445566778

Fund Required. Used to designate the
primary funding type for the
Position. This field should be
completed for all Positions and
will default with a value.

Enter value in Fund.
Example: 01 General

Appointment Optional. Used to designate if
the Position is a Special
Appointment or Political Special
Appointment. This field should
only be completed if the Position
is either of these values.

Enter value in Appointment.
Example: Special Appointment

Authorized By Required. Used to designate
who authorized the creation of
the Position. This field should be
completed for all Positions.

Enter value in Authorized By.
Example: 01 General Assembly

Authorized % Required. Used to designate the
headcount authorized for the
Position. This field should be
completed for all Positions.

Enter value in Authorized %
Example: 100

Background Check Optional. Used to designate if
the Position requires a
background check. This field
should only be completed when
the Position requires a

Enter value in Background
Check.

Example: Background Check
Required
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Field Name Description Values

background check according to
the law or as approved by DBM.

Bargaining Status Required. Used to designate if Enter value in Bargaining
the Position participates in Status.
bargaining or not. This field Example: Yes or No
should be completed for all
Positions.
Budget Status Required. Used to designate if Enter value in Budget Status.

the Position is budgeted through | Example: Budgeted Position
Position Control. This field
should be completed for all

Positions.

Check Distribution Code Optional. Used to designate the | Enter value in Check
Check Distribution Code. This Distribution Code.
field is optional depending on Example: 001

whether the Agency utilizes
Check Distribution Codes

Compressed Work Week Optional. Used to designate if Enter value in Compressed
the Position is eligible for a Work Week.

Compressed Work Week. This Example: Eligible for

field should only be completed is | Compressed Work Week
the Position is eligible for a

Compressed Work Week

Drug Sensitive Optional. Used to designate if Enter value in Drug Sensitive.
the Position requires a drug Example: Drug Sensitive
screen according to the Designation

personnel drug testing
regulations. This field should
only be completed when the
Position requires a drug screen.

Essential Personnel Optional. Used to designate if Enter value in Essential
the Position is identified as an Personnel.
essential worker. This field Example: Essential Personnel

should only be completed when
the Position is essential.

High Risk Job Optional. Used to designate if Enter value in High Risk Job.
the Position is identified as high Example: High Risk Job

risk. This field should only be
completed when the Position is

high risk

Retirement System Required. Used to designate the | Enter value in Retirement
Retirement System associated System.
with the Position. This field Example: 00 Not Eligible
should be completed for all
Positions.

Telework Optional. Used to designate if Enter value in Telework.
the Position is eligible for a Example: Eligible for Telework

Telework. This field should only
be completed is the Position is
eligible for Telework.

RSTARS Financial Agency Required. Used to identify the Enter value in RSTARS
RSTARS Financial Agency code. | Financial Agency.
This field should be completed Example: B75

for all Positions, and the
information should be obtained
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Field Name Description Values
from the Agency Budget Finance
Partner.
RSTARS Subprograms Required. Used to identify the Enter value in RSTARS
RSTARS Subprogram. This field | Subprograms.
should be completed for all Example: 7510

Positions, and the information
should be obtained from the
Agency Budget Finance Partner.

RSTARS Unit Required. Used to identify the Enter value in RSTARS Unit.
RSTARS Unit. This field should Example: B75801

be completed for all Positions,
and the information should be
obtained from the Agency
Budget Finance Partner.

RSTARS Program Required. Used to identify the Enter value in RSTARS Unit.
RSTARS Program. This field Example: 00

should be completed for all
Positions, and the information
should be obtained from the
Agency Budget Finance Partner.

NOTE: If you do not have RSTARS budget codes at the time you complete this page, they can be
entered later by searching for the position and using the related actions for the position. Select
Organizations and then, Change Organization Assignments.

2. Click the Submit button.

-{-—I:-r'
J Tip: If you do not want to submit a task at this point, you can also click one of the
following buttons:

e Click Save for Later to save your changes but not submit.
e Click Cancel to cancel the process and start at another time.

Next Step: HR Partner Approval

Implementation - stateofmaryland4

Success! Event submitted Assign Organizations: Create Position: Administrative Aide (.- s
Up Next
Create Positon: Administrative Alde - Consobdated Approval by HR Partne

») Details and Process

System Status: The next Weekly Service Update and Quarterly Maintenance will be on Friday. September 19, 2014 from © 2014 Workday, Inc. All ights feserved
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p Tip: After completing a task in the business process you can view the next step.

e Click the drop-down arrow next to Details and Process to expand the section.

e Click the Process tab to see the path that the process will take.

e See the Check the Status of a Business Process section of this guide for details on
how to view, access, or complete other tasks in the process.

3. The next step in the business process is HR Partner approval. Click the Done : button.

4. The System Task is complete.
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Assign Costing Allocation

After the position request has been approved, the costing allocation needs to be assigned before a job
requisition is created. This step only needs to be performed if allocation is not 100% in the default fund.

A “Costing Allocation for Create Position” task will be available in your Inbox. The Job Title for the position
is included in the task name.

Procedure:

1. Click the Inbox E icon.
Home

Implementation - stateofmarylandd

= |[Qisash

Home Actions Notiications
Costing Aliocation for Create Position:

214842 Administrative Aide

Create Job Requisition: Create
Position: Administrative Aide

Birthdays Personal Anniversarie
Information Create Job Requisition: Create
Position: Administrative Aide
4 Create Position: Administrative Alde
7 X

Personal Information Change: Bill

My Team Murray-T (T1000560)

View Inbox
System Status: The next Weekly Service Update wil be on Friday, August 22, 2014 from 6:00 p.m. PDT (GMT -7) to Satur ©2014 Workday, Inc. Al ights reserved

2. Click the View Inbox /¥ '1P% hynerlink to view task details.

Inbox

Implementation - stateofmaryland4

A
18
=@ woﬁ\ ay. Simon Amste. . =Y

Inbox

Actions (18] Notifications (24 Archive (29]

= & Assign Costing Allocation for Create Position 3

Event Costing Allocation for Create Position: 214704 Admin Aide
Costing Allocation for Create Position: Effective Date 09/03/2014

214704 Admin Aide
o Costing Allocation Level * Position Restriction

Hire Compensation: Bill Murray-T
(T1000560) - 214640 ADMIN AIDE (+)

Confirm Employment Verification: Hire:
Sylvester Stallone (Terminated)

(W2000176) Save for Later Cancel

P5
X

Attach Copy of ID: ID Change: Sylvester
Stallone (Terminated) (W2000176)

Manager Evaluation: FY 2014 Annual
PEP Rating: Bill Murray-T (T1000560)

Freeze: Functional Analvst
System Status: The next Weekly Service Update will be on Friday, September 5, 2014 from 6:00 p.m. PDT (GMT -7)to S ©2014 Workday. Inc. Al rights reserved.
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3. Onthe Actions tab, identify and click the "Costing Allocation for Create Position" task in the list.
The task will include the Job Title for the position.

Costing Allocation for Create Position:
214704 Admin Aide

second(s} age

[T ——"
Q search
Inbox
Actions Notifications (24 Archive
s & Assign Costing Allocation for Create Position %
Event Costing Allocation for Create Position: 214704 Admin Aide
Costing Allocation for Create Position: Effective Date 090372014
214704 Admin Aide

Costing Aflocation Level * Position Restriction

Add
Hire Compensation: Bill Murray-T
(T1000860) - 214640 ADMIN AIDE (+)

Confirm Employment Verification: Hire: « Process sory
Sylvester Stallone (Terminated)

(W2000176) Save for Later Cancel

Attach Copy of ID: ID Change: Sylvester
Stallone (Terminated) (W2000176)

Manager Evaluation: FY 2014 Annual
PEP Rating: Bill Murray-T (T1000560)

Freeze: Functional Analvst
‘System Status: The next Weekly Service Update will be on Friday, September 5, 2014 from 6,00 p.m. PDT (GMT 7110 S, ©2014 Workday. Inc. All iahts reserved

s
4. Click the arrow to expand the view of the page.
Add

5. Confirm that the task contains the right position. Then, click the Add button.
Inbox
Q search
Inbox
Actions Notifications (24 Archive
ki & Assign Costing Allocation for Create Position %
Event Costing Allocation for Create Position: 214704 Admin Aide
Costing Allocation for Create Position: Effective Date 09032014

214704 Admin Aide
Costing Allocation Level * Position Restriction

Add
Hire Compensation: Bill Murray-T
(T1000560) - 214640 ADMIN AIDE (+)

Copy Costing Allocaton [

StartDate * _/_/___ W
Confirm Employment Verification: Hire: «
Sylvester Stallone (Terminated) EndDaste | _/_I__ @
(W2000176)

(») Costing Allocation Attachments

Attach Copy of ID: ID Change: Sylvester

StaNone (Terminated) (W2000178) o Order  Default (Asof  Required withno  Costing Override
Start Date) Default (Must
have Costing
Override)
Manager Evaluation: FY 2014 Annual
PEP Rating: Bill Murray-T (T1000560)
< >

Freeze: Functional Analvst

I
6. Use the Calendar [ icon to select the Start Date.

7. Inthe costing allocation table, click the Add a New Row o icon.
8. Inthe Costing Override column, type or use the prompt to select the appropriate fund.
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9. In the Distribution Percent column, type the distribution percent.

|
‘\n) Information: More than one fund can be entered by adding additional rows. The fund
information will come from Budget/Finance personnel. The Distribution Percent must add
up to 100%.
10. To add another fund, click the Add a New Row [+ icon. Then enter the fund and distribution
percent.

11. Click the Submit

[
.\1’

button.

Tip: If you do not want to submit the request at this point, you can also click one of the
following buttons:

a. Click Save for Later to save your changes but not submit.
b. Click Cancel to cancel the process and start at another time.

Inbox: Confirmation Page

o AN ] Success! Event submitted Costing Allocation for Create @ &

Position: 214705 Admin Aide -

Up Next Do Another

Assign Costing Allocation
Costing Allocation for Create Position Ay 4
214705 Admin Aide

ToDo
Create Job Requisition: Create

Position: Admin Aide «
») Details and Process

Hire Compensation: Bill Murray-T
(T1000560) - 214640 ADMIN AIDE (+)

Confirm Employment Verification: Hire:
Sylvester Stallone (Terminated)
(W2000176)

Attach Copy of ID: ID Change: Sylvester
stallone (Terminated) (W2000176)

12. The next task dislay ona e pg as "Create Jbb Requisition." To open the task, click the To

To Do

Do button.

iy
\i) Information: If you want to complete the Job Requisition at a later time, click the Done
button. The next step in the business process is for the job requisition to be created.

A Tip: After completing a task in the business process you can view the next step.

e Click the drop-down arrow next to Details and Process to expand the section.

e Click the Process tab to see the path that the process will take.

e See the Check the Status of a Business Process section of this guide for details on how to
view, access, or complete other tasks in the process.

13. The System Task is complete.
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Create a Job Requisition

After the position has been created and approved, the next step in the business process is Create Job
Requisition. There is an item in your Inbox to create a job requisition for the newly created position.

NOTE:

e Job requisitions are only completed when a recruitment is required in JobAps or if there is an
overlap in a position.

e You can also create a Job Requisition for existing vacancies that require a JobAps recruitment.
Search for the open position(s) on the SPMS View All Positions report. Use the related actions
menu for that position to select Job Change and then Create Job Requisition.

¢ Note that a Job Requisition in Workday is different than a Job Requisition in JobAps. The
Workday Job Requisition allows the position to be sent to JobAps as an available to fill position
through the daily integration. The JobAps Job Requisition is used by Agencies to set up all the
information regarding the recruitment process for that position in JobAps.

Procedure:

. I‘-’r‘i
1. Click the Inbox icon.
Home

Implementation - stateofmaryland4

Manager Evaluation: FY 2014 Annual
Home PEP Rating: Roy-T Clark-T (T1001027)

4 Manager Evaluation: FY 2014 Annual
7 P =) PEP Rating: Hank Willlams-T
faff } (T1000001)
) &
@ Create Job Requisition: Create

Position: Admin Aide
Birthdays Personal Anniversaries
Information

Hire Compensation: Bill Murray-T
(T1000560) - 214640 ADMIN AIDE (+)

View Inbox

My Team

System Status: The next Weekly Service Updale will be on Friday, August 22, 2014 from 5:00 p.m. PDT (GMT -7) to Satur

2. Click the View Inbox V18w Inbox  pyserink.
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Inbox

Implementation - stateofmarylandd

~ n
Q search Hank William . =
Inbox
Actions Notifications. Archive
o (P & Complete To Do Create Job Requisition - 3*
For Department of SPS Training
Manager Evaluation: FY 2014 Annual Overall Process ~ Create Position: Admin Aide

PEP Rating: Roy-T Clark-T (T1001027)
Overall Status. Successtulty Compieted

Instructions A Job Requisition for the new position must be created in Workday. Once created, it wil be
sent 1o JobADS to start the recruiting process
Manager Evaluation: FY 2014 Annual

PEP Rating: Hank Williams-T Create Job Requisition

(T1000001)
Comment
P
.
Create Job Requisition: Create
Position: Admin Alde Save for Later Cancel

Create Job Requisition: Create
Position: Admin Aide

Hire Compensation: Bill Murray-T
(T1000560) - 214640 ADMIN AIDE (+)

Confirm Emolovment Verification: Hire: 5

System Status: The next Weeidy Service Update will be on Friday, September 5. 2014 from 5,00 p.m. PDT (GMT 710 S © 2014 Workday. Inc. Al fights reserved.

3. On the Actions tab, click the “Create Job Requisition: Create Position" task for the position that
you created.

Create Job Requisition: Create
Position: Admin Aide

Inbox

Implementation - stateofmaryland4

Q search /4 3 Hank Wiliam . a
Inbox
Actions (21 Notifications (26) Archive (33)
= D & Complete To Do Create Job Requisition (- %
For Department of SPS Training
Manager Evaluation: FY 2014 Annual Overall Process ~ Create Position: Admin Aide

PEP Rating: Roy-T Clark-T (T1001027)
9 (<) ago - Dus 0R/08/2014; Effective 4 Overall Status Successfully Completed
Instructions. A Job Requisition for the new position must be created in Workday. Once created, it will be
sent to JobAps to start the recruiting process.
Manager Evaluation: FY 2014 Annual

PEP Rating: Hank Williams-T Create Job Requisition
(T1000001)
S o st it Comment

¢
Create Job Requisition: Create

Position: Admin Aide Save for Later Cancel

Create Job Requisition: Create
Position: Admin Aide

Hire Compensation: Bill Murray-T
¥ (T1000560) - 214840 ADMIN AIDE (+)

Confirm Emplovment Verification: Hire:
System Status: The next Weekly Service Update will be on Friday, September 5. 2014 from 6:00 p.m. PDT (GMT -7) 10 S... ©2014 Workday. Inc. Al rights reserved

v

&
4. Click the arrow expand the view of the page.
5. Confirm that the task selected is for the right position. Then, click the Create Job Requisition

e button

Type or use the prompt to select the Supervisory Organization where the position belongs.

Click the For Existing Position " radio button.
8. Type or use the prompt to select the Existing Position. This is the position you created.
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Title: Create Position
Functional Area: Staffing

SYSTEM

Create Job Requisition

Implementation - stateofmarylandd

P 7\ 2
S workday, Hank William . a

Create Job Requisition

Always select the radio button 'For Existing Position.’

You must always create a position first before creating a Job Once the Job is , it will be sent to JobAps
to start the recruiting process.

Copy Details from Existing Job Requisition 2
Supervisory Organization + | Department of SPS Training a
Create New Position
® ForExisting Position | 214635 Administrative Aide (U &3
Worker Type # |Employee -
System Status: The next Weekly Service Update wil be on Friday, September 5, 2014 from 5:00 p.mPDT (GMT -7) to Sat ©2014 Workday, Inc. Al rights reserved.

9. Type or use the prompt to select the Worker Type. This should be the same worker type entered
for the position.

10. Click the OK m button.

Create Job Requisition

Implementation - stateofmarylandd

PRETS 2
! wo@'oy Hank Wiliam . a

Create Job Requisition In

Always select the radio button 'For Existing Position.’

You must always create a position first before creating a Job Once the Job is , it will be sent to JobAps
to start the recruiting process.

Recruiting Infor ¢ Attachments

Recruiting Information

Recuiting Detais Resson * #
Replacement for
Recruting Instruction
Recruting Start Date *
TargetHre Date %

Target End Date

Back | [l
System Status: The next Weekly Service Update will be on Friday, September 5, 2014 from 6:00 p.m. PDT (GMT -7) 1o Sat © 2014 Workday, Inc All nghts reserved.

11. In the Recruiting Details section, click the Edit G/ icon. Fields in this section will open to be
updated.
12. Type or use the prompt to select the JobAPs > JobAPs Recruitment Reas

13. Use the Calendar f'j1 icon to select the Recruiting Start Date.

14. Use the Calendar i icon to select the Target Hire Date.

x|
15. Click the Next button.
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Title: Create Position
Functional Area: Staffing

SYSTEM

Create Job Requisition

~
2. Thirty credit hours with a major in secretarial science or office technology from an accredited college may be
subsituted at the rate of thirty credits for one year of experience for up to two years of the required experience.
LICENSES, REGISTRATIONS AND CERTIFICATIONS
NOT APPLICABLE.
SPECIAL REQUIREMENTS
Demonstrated abilty to accurately type on a typewriter or keyboard on a personal computer, computer terminal
or word processor at a minimum of forty words per minute may be required, depending on the specific
requirements of the position.
Job Description
Job Families for Job Profile  Administrative Support-B; DBED Spec Cond/ind Auth; DLLR Spec Cond/ind Auth for Ut; DLLR Spec Cond/ind
Auth for Workforce Dev; Downgrade: Legal Secretary; MHBE Spec Cond/ind Auth; MIA Spec Cond/ind Auth
Worker Sub-Type State/Regular
Time Type Fulltime
Primary Location Baltimore - 417 E. Fayette St
Additional Locations
Scheduled Weekdy Hours 40
Work Shift
Compensation Details Compensation Grade ~ Standard Salary Schedule
v

16. Review the information on the Job page. Then, click the Next button.

Create Job Requisition

Implementation - stateofmaryland4

P 2

=9 workdby Hank William . =

Create Job Requisition In

Always select the radio button 'For Existing Position."

You must always create a position first before creating a Job Once the Job is it will be sent to JobAps
to start the recruiting process.

Attachments St
Attachments
Documents ®
-
System Status: The next Weekly Service Update will be on Friday, September 5, 2014 from 6:00 p.m. PDT (GMT -7) 1o Sat. © 2014 Workday, Inc. All nights reserved.
—_————

17. No attachments are necessary. Click the Next button.

g -

Information: The Summary page displays all information that you entered on the
previous pages.
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SYSTEM

Create Job Requisition

SPECIAL REQUIREMENTS

Demonstrated ability to accurately type on a typewriter or keyboard on a personal computer, computer terminal
or word processor at a minimum of forty words per minute may be required, depending on the specific
requirements of the position.

Job Description

Job Families for Job Profile  Administrative Support-8; DBED Spec Cond/ind Auth; DLLR Spec Cond/ind Auth for Ul; DLLR Spec Cond/ind
Auth for Workforce Dev; Downgrade: Legal Secretary; MHBE Spec Cond/ind Auth; MIA Spec Cond/ind Auth

Worker Sub-Type State/Regular
Time Type Full time

Primary Location Baltimore - 417 E. Fayette St
Addttional Locations

Scheduled Weekly Hours 40

Work Shift

Compensation Details Compensation Grade ~ Standard Salary Schedule
Attachments Guide Me
Documents @

(@)

o/

Save for Later Cancel
System Status: The next Weekly Service Update will be on Friday, September 5, 2014 from 6:00 p.m. PDT (GMT -7)10 S, ©2014 Workday, Inc. Al rights reserved
1

o —

Tip: If you do not want to submit the request at this point, you can also click one of the
following buttons:

a. Click Save for Later to save your changes but not submit.
b. Click Cancel to cancel the process and start at another time.

Create Job Requisition

Implementation - stateofmaryland4

2
= |Q seaeh 4 X Hank William . a
You have submitted Job Requisition: Administrative Aide (- s
Do Another

Create Job Requisition

System Status: The next Weekly Service Update will be on Friday, September 5, 2014 from 6:00 p.m. PDT (GMT -7) 1o Sat ©2014 Workday, Inc. Al rights reserved

19. Click the Done L_Ms_:’ ~ button.

. 1
\l) Information: This is the last step of this business process. The Hire business process
will be used to hire someone in to the position. See the Hire user guide for more details.

20. The System Task is complete.
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SYSTEM

Check the Status of a Business Process

The status of a business process event can be checked at any time by going to the Archive tab
within the Inbox of the person who initiated the event.

The procedure to check the status of a business process event follows.

Procedure:

1. Select the Inbox E button.

View Inb
2. Click the View Inbox 2% hyperlink.

Inbox

69
Veronica Wayson (W2000. . a

Inbox

Actions Notifications (150) | Archive

v | Vieving: Al 2%

Legal Name Change: Ima Tired
(W2000108)

Legal Name Change: Cathy Testing
(W2000052)[C]

Preferred Name Change: Cathy Testing
(W2000052)[C]

Personal Information Change: Cathy
Testing (W2000052)[C]

Onboarding for Cathy Testing
(W2000052)[C]

Contact Change: Cathy Testing
(W2000052)[C]

System Status: The next Weekly Service Update will be on Friday, August 22, 2014 from 6:00 p.m. PDT (GMT -7) to Satur. ©2014 Workday, Inc. Al rights reserved.

Archive (48
3. Click the Archive tab.

iy
\1) Information: The Archive tab shows all items initiated by you. You can select an item
and view the status on the right hand side of the screen.
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SYSTEM

Inbox

Veronica Wayson (W2000.

Inbox
Actions (69) | Notifications (160) | Archive (45
& View Event Close Job Requisition: INFORMATION [ -]
SPECIALIST AND DATA MANAGER -
Close Job Requisition: INFORMATION & For R0000007 INFORMATION SPECIALIST AND DATA MANAGER (Closed)
PECIALI
< EC|A'i ST ANVDVDATA I{ANAGER Overall Process ~ Close Job Requisition: INFORMATION SPECIALIST AND DATA MANAGER
Overall Status Successfully Completed
Create Position: Administrative Aide HieDate QR2y2014
Details Process
Assign Organizations: Create Position: Supervisory Organization  DBED - Division of Business Development Unit B
Administrative Aide
Rp—— € Job Requisition ROD00007 INFORMATION SPECIALIST AND DATA MANAGER (Closed)
Postion 045598 ADMINISTRATOR Il - Ally Mcbeal (W2000078)
Assign Organizations: Create Position: Reason Administrative > No Longer Recruiting
Adm"“s"a“,ve Alde, Requester Nancy Mccrea (W1065651)
Close Date 08/20/2014
Create Position: Administrative Aide Befacemencio:
= Recruiting Instruction
Job Posting Title INFORMATION SPECIALIST AND DATA MANAGER
Create Position: admin Alde Job Description Summary  NATURE OF WORK
Administrator Il encompasses the full performance to second line managerial
) levels of administrative staff work related to the administration of departmental

policy and overseeing or coordinating agency operations or functioning as a
special assistant to an executive. Employees engaged in overseeing or v
coordinating agency operations are responsible for planning, organizing,

4. Select the item for which you want to view status.
5. Review the transaction details on the Details tab, if desired.
6. Review the Overall Status field at the top-left side of the transaction page.

!
\1) Information: The overall status of a business process displays as....

o “Successfully Completed” when required steps in the process are have been
completed.

e “In Progress” when there are some tasks awaiting action by someone in the business
process routing.

Inbox

69 P
Veronica Wayson (W2000.
Inbox
Actions (69) Notifications (160; Archive (48
& View Event Create Position: Administrative Aide (- [N ]
For Department of SPS Training
Close Job Requisition: INFORMATION Overall Process ~ Create Position: Administrative Aide

SPECIALIST AND DATA MANAGER
o <stully Comple Overall Status ~ Successfully Completed

Details Process

Create Position: Administrative Aide

Organization > 2t of SPS Training

Positions Created 214635 Administrative Aide (Unfilled)
Assign Organizations: Create Position:

A Position Request Reason ~ Create Position > Position Request > Annual Budget
Administrative Aide

+

Job Posting Title Administrative Aide
Number of Positions 1

Assign Organizations: Create Position: - .

Administrative Aide Hiring Restrictions

i Availability Date 08/1972014

Eatliest Hire Date 081972014

Create Position: Administrative Aide ora— -

. Job Profiles for Job Family empty

Job Profile ADMIN AIDE-2572

Create Position: admin Aide
o Job Description Summary  NATURE OF WORK

An ide is work providing pport to an offcia,
administrator or administrative staf. Employees in this classification type on

PN S SA S S, typewriters or on keyboards of personal computers, computer terminals or word
processors using word processing software. Employees in these classifications

7. To view the status of individual tasks in a business process, click the Process

Process
tab.
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Inbox

Inbox 2
Actions (69 Notifications Archive
& View Event Create Position: Administrative Aide [--- o s
For Department of SPS Training
Close Job Requisition: INFORMATION Overall Process  Create Posiion: Administrative Aide

SPECIALIST AND DATA MANAGER
Overall Status ~ Successfully Completed

Details Process
Create Position: Administrative Aide
Process History 9items o v
Process  Step Status  Completed Due  Person Comment
Assign Organizations: Create Position: on Date
Administrative Aide
Create Create Step 08/19/2014 Veronica A
Position Position Complete 08:58:40 Wayson
« a W (W2000064)
w©
Assign Organizations: Create Position:
Administrative Aide Change Change Submitted | 08/20/2014 Veronica
Organization | Organization 0935:42 ayson
Assignments  Assignments AM (W2000064)
for Worker | for Worker {Cl (intiator)
Create Position: Administrative Aide Create Consolidated  Approved 08/20/2014 Tuba Buyu
Position Approval by 10:09:30 (T1000442)
HR Partner AM (HR Partner)
Create Consolidated | Approved | 082012014 Bill Murray-T
Create Position: admin Aide Position Approval by 10:11:06 (T1000560)
Appointing AM (Appointing
Authorty Authority
Partner Partner)
Create Consolidated  Not
Create Position: Administrative Aide Postion Approvalby  Reauired
Budget and
Finance
Partner
v
Create Review Approved 08/20/2014 Bill Murray-T

8. Review the status, which steps have been completed/not completed and who has the step for
action.

9. The System Task is complete.
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